
Department of Workforce Development
State of Wisconsin

Division of Vocational Rehabilitation

SE Job and Task Analysis Report

Personal information you provide may be used for secondary purposes [Privacy Law, s. 15.04 (1)(m), Wisconsin Statutes].


Please review Technical Specifications and Fee Schedule for additional service information.  Report must be submitted within 5 days of the end of service or previous month if service is continuing. 
	Report Month
 FORMDROPDOWN 

	Report Year (YYYY)

    

	Consumer IRIS Number (9 Digits)
     
	Service Provider Name (10-Character Abbreviation)
     

	Consumer Name (As Listed on Purchase Order)
     
	Service Authorization Date (MM/DD/YYYY)
     

	Report Date

     
	Report Author

     

	Purchase Order (PO) Number
     

	Counselor/DVR Staff Contact Name 

     
	Consumer Phone Number

     

	Consumer Work Location (Name and Address)
     
	Name of Systematic Instructor
     

	
	Name of Immediate Supervisor

     

	Employer Contact Information

     

	Commensurate Wage Consumer is Being Paid

     


	Define the plan for when and where services are to be provided that has been agreed upon with Counselor and Consumer 

     

	Define the essential functions of the job including reasonable accommodations where applicable. 

     

	Describe how this service reflects the needs and desires of the person receiving services

     

	Describe the plan of instruction and/or support for the work skills and behaviors and interpersonal skills to be acquired and needed to maintain employment. Describe any job aides to be used or created. 

     

	Describe the plan to develop the appropriate social and interpersonal skills necessary to retain employment.

     

	Describe the on-site consultation to the employer and co-workers.  This may include but is not limited to: recommendations for work site and job modifications, ways for the employer to remove architectural, procedural, and instructional/communication and attitudinal barriers to the employment, and advancement of the person receiving services.

     

	Describe actions taken to fade out (reduce) systematic instruction and increase consumer independence. Please provide a projected timeline for this. 
     


Job Analysis Record

Adapted from Griffin-Hammis Associates, Inc. 

Instructions: This form is used to capture the major task steps of each job or project. The recorder should pay particular attention to how the tasks are typically performed, any accommodations, and technology/specialized training strategies that should be employed with the new employee. 
	Job Title: 

     

	This service requires the job coach to observe and perform the job.

	Observations
	Tasks performed by the job coach

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	Proposed Work Hours/Days per week for the consumer:
     

	Comments/Considerations:

     


	Culture of the Company

Record observations regarding the rites and rituals of the company: e.g. dress code, commonly used language and slang/jargon that may be helpful to understand, work hours, break times & lunch behavior, initiation rituals for new hires, social interactions, carpooling, et al.

     



	Notes and Recommendations:

(Resource ownership, universal/assistive technology, further job modifications, etc.)
     



Task Analysis
	Did the employer have a task analysis available for the position?
 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Other
If other, explain:

     


	List all major tasks in which the consumer will require additional support. (i.e. Stocking shelves, cashier, loading dishwasher, etc.) 

NOTE: Not all tasks required for the job need to be listed. Only those in which the consumer requires additional support. Use only as many lines as needed.  

	     

	     

	     

	     

	     

	     

	     


Breakdown of Individual Tasks 
There are 7 task breakdown sections included below. One for each of those listed above. Only fill out as many sections below as you have tasks above.   

For example: If you listed 3 major tasks above in which the consumer requires additional support, fill out 3 sections below breaking down the individual tasks. 
	Name of Task: 

     

	List of tools, materials, etc: 

     

	Steps required to complete the task
	Natural Cues (if appropriate)
	Prompt(s) to move to the next step

	1.      
	     
	     

	2.      
	     
	     

	3.      
	     
	     

	4.      
	     
	     

	5.      
	     
	     

	6.      
	     
	     

	7.      
	     
	     

	8.      
	     
	     

	9.      
	     
	     

	10.      
	     
	     

	11.      
	     
	     

	12.      
	     
	     

	13.      
	     
	     

	14.      
	     
	     

	15.      
	     
	     

	16.      
	     
	     

	17.      
	     
	     

	18.      
	     
	     

	19.      
	     
	     

	20.      
	     
	     


	Quality Measures:

     
Speed & Accuracy Considerations:

     
Natural Instructors/Supervision:

     
Task Duration:

     
Task Acquisition Concerns:

     



	Name of Task: 

     

	List of tools, materials, etc: 

     

	Steps required to complete the task
	Natural Cues (if appropriate)
	Prompt(s) to move to the next step

	1.      
	     
	     

	2.      
	     
	     

	3.      
	     
	     

	4.      
	     
	     

	5.      
	     
	     

	6.      
	     
	     

	7.      
	     
	     

	8.      
	     
	     

	9.      
	     
	     

	10.      
	     
	     

	11.      
	     
	     

	12.      
	     
	     

	13.      
	     
	     

	14.      
	     
	     

	15.      
	     
	     

	16.      
	     
	     

	17.      
	     
	     

	18.      
	     
	     

	19.      
	     
	     

	20.      
	     
	     


	Quality Measures:

     
Speed & Accuracy Considerations:

     
Natural Instructors/Supervision:

     
Task Duration:

     
Task Acquisition Concerns:

     



	Name of Task: 

     

	List of tools, materials, etc: 

     

	Steps required to complete the task
	Natural Cues (if appropriate)
	Prompt(s) to move to the next step

	1.      
	     
	     

	2.      
	     
	     

	3.      
	     
	     

	4.      
	     
	     

	5.      
	     
	     

	6.      
	     
	     

	7.      
	     
	     

	8.      
	     
	     

	9.      
	     
	     

	10.      
	     
	     

	11.      
	     
	     

	12.      
	     
	     

	13.      
	     
	     

	14.      
	     
	     

	15.      
	     
	     

	16.      
	     
	     

	17.      
	     
	     

	18.      
	     
	     

	19.      
	     
	     

	20.      
	     
	     


	Quality Measures:

     
Speed & Accuracy Considerations:

     
Natural Instructors/Supervision:

     
Task Duration:

     
Task Acquisition Concerns:

     



	Name of Task: 

     

	List of tools, materials, etc: 

     

	Steps required to complete the task
	Natural Cues (if appropriate)
	Prompt(s) to move to the next step

	1.      
	     
	     

	2.      
	     
	     

	3.      
	     
	     

	4.      
	     
	     

	5.      
	     
	     

	6.      
	     
	     

	7.      
	     
	     

	8.      
	     
	     

	9.      
	     
	     

	10.      
	     
	     

	11.      
	     
	     

	12.      
	     
	     

	13.      
	     
	     

	14.      
	     
	     

	15.      
	     
	     

	16.      
	     
	     

	17.      
	     
	     

	18.      
	     
	     

	19.      
	     
	     

	20.      
	     
	     


	Quality Measures:

     
Speed & Accuracy Considerations:

     
Natural Instructors/Supervision:

     
Task Duration:

     
Task Acquisition Concerns:

     



	Name of Task: 

     

	List of tools, materials, etc: 

     

	Steps required to complete the task
	Natural Cues (if appropriate)
	Prompt(s) to move to the next step

	1.      
	     
	     

	2.      
	     
	     

	3.      
	     
	     

	4.      
	     
	     

	5.      
	     
	     

	6.      
	     
	     

	7.      
	     
	     

	8.      
	     
	     

	9.      
	     
	     

	10.      
	     
	     

	11.      
	     
	     

	12.      
	     
	     

	13.      
	     
	     

	14.      
	     
	     

	15.      
	     
	     

	16.      
	     
	     

	17.      
	     
	     

	18.      
	     
	     

	19.      
	     
	     

	20.      
	     
	     


	Quality Measures:

     
Speed & Accuracy Considerations:

     
Natural Instructors/Supervision:

     
Task Duration:

     
Task Acquisition Concerns:

     



	Name of Task: 

     

	List of tools, materials, etc: 

     

	Steps required to complete the task
	Natural Cues (if appropriate)
	Prompt(s) to move to the next step

	1.      
	     
	     

	2.      
	     
	     

	3.      
	     
	     

	4.      
	     
	     

	5.      
	     
	     

	6.      
	     
	     

	7.      
	     
	     

	8.      
	     
	     

	9.      
	     
	     

	10.      
	     
	     

	11.      
	     
	     

	12.      
	     
	     

	13.      
	     
	     

	14.      
	     
	     

	15.      
	     
	     

	16.      
	     
	     

	17.      
	     
	     

	18.      
	     
	     

	19.      
	     
	     

	20.      
	     
	     


	Quality Measures:

     
Speed & Accuracy Considerations:

     
Natural Instructors/Supervision:

     
Task Duration:

     
Task Acquisition Concerns:

     



	Name of Task: 

     

	List of tools, materials, etc: 

     

	Steps required to complete the task
	Natural Cues (if appropriate)
	Prompt(s) to move to the next step

	1.      
	     
	     

	2.      
	     
	     

	3.      
	     
	     

	4.      
	     
	     

	5.      
	     
	     

	6.      
	     
	     

	7.      
	     
	     

	8.      
	     
	     

	9.      
	     
	     

	10.      
	     
	     

	11.      
	     
	     

	12.      
	     
	     

	13.      
	     
	     

	14.      
	     
	     

	15.      
	     
	     

	16.      
	     
	     

	17.      
	     
	     

	18.      
	     
	     

	19.      
	     
	     

	20.      
	     
	     


	Quality Measures:

     
Speed & Accuracy Considerations:

     
Natural Instructors/Supervision:

     
Task Duration:

     
Task Acquisition Concerns:

     



Please add any additional information after this line.

DVR-18215-E (N.  02/2017)

